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INTEITM FROCEDURE FOR OBTATINING vmn:ccumj
’ SUPPORT AT AGENCY HEADQUARTERS )

REFERENCES: (a) Paragraphs 15, l6e and 1€f, Regulation:l

(b) totice NO|:|

1. GENERAL ‘
a. In accordasiice with the ebove rcferences, the Chief of logistics

is responsible for arranging for the tramsportution of persoxinel, equip-

ment, property, anc. supplies in the metropoliten erea of Washington, D. C.

b. For purposca of these instructions, the metropolitan ares of
Washington, D. C., i3 defined as that erea including the District of
Columbia and Alexsrdria City; Arlingtor end Fairiax Counties » Virginia;
and Montgomery and Frince Georges Counties, Marylend. This delineation

of area ig providec. as a general guide to all concerned rather than as a

restriction on activities. Each requeet for vehiculayr support outside this

general area, althcugh normally provided for on a commercial basis ;5 Will be

considered on its relative merits. .
¢. The procedvyes outlined herein will apply pending publicatioﬁ of

revised Agency regulatory material.
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2. SCOFE

These procedures are applicable with regard to all vehicular support
required for the ccnduct of official Agency activities » except that
support requiring the use of privatelv-owned vehicles and cash fare taxi ’
street car, or bus service. |

3. TYPES OF SERV.CE AVAILABLE

The following types of vehicular support are available:

a. Shuttle-Bus Service

(1) All tgency employees will utilize the scheduléd shuttle-bus
service to the maximum extent postible.

(2) Curreut schedules will remain in effect until further notice.

(3) A1) vstters pertaining tc the shuttle-bus service (to include
requests for ihe initiation of nev service, recommended chanzes to
existing service, complaints, etc.) will be submitted in wri:l.ng to
the Chief of logistics (Attn: Chief, Transportation Division).

b. Motor Pool Service

(1) A fleet of chauffeur driven vehicles are available for the
transportatior. of peréonnel engaged in officlal Agency business, on
both a pre-arranged and an on-call basis.

{2) Requests for motor pool zervice will not be made for the
transportatior of employeea_ between pointe on, or in the near vicinity

of, the regulerly scheduled shuttle routes » €Xcept when such service

e&m‘
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is for the personal use of Deputy Directors, Director of Training,
Aseistant Dirsctor for Communication and their Deputies (hereinéfter
referred to es Chiefs of Major COmponenfs) and Assistant Dircctors

in the Office of the Deputy Director (Intelligence), Chiefs of Offices ?
in the Office of the Deputy Director (Administration), Chiefs of .
Senior Staffe end Area Divisions in the Office of the Peputy Director
{Plans) (hereimfter. referred to as Operating Officials), and their
Deputies.

¢. lLocal Dreyege Service

(1) A fiset of trucks, with drivers, are available for the trans-
portation of official Agency materiel. (i‘his does not include materiel
falling within the classification of mail or for the tr_anaportation ‘of
items properly deliverable by scheduled or special courie:éa.)

d. One-Time "U-Drive-It" Service

(1) A limited number of vehicles (passenger vehicles and trucks)
are avallable for the transportation of persvonnel, equipment, property
and/or supplies under conditions where it is not desirable for persons,
lother than tlose primarily concerned, to have knowledge of places to be

" visited or where the particular requirement at hand involves use wherein
the services of a chauffeur would be economically unfeasible.

{2) Requests for this type of service will be closely controlled

t0 prevent unauthorized use or vehicle abuse and, further, will be

- 3 -
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limited to instances wherein the office or other activity concerned
can provide a properly qualified CIA licensed driver. =

e. Assigned Vehicles

(1) vebicles, without drivers, will be permanently assigned for
the excluéive use of those offices or activities Jjustifylng require-
ments therefcr. Such vehicles will be assigned to offices concerned
rather than to individuals (excert vehicles assigned to individuals
on Declaraticn of Trust). Opezjatihg’orﬁcials will designate a
responsible subordinate to aigh {for and be responsible for each such
vehicle. '
| (2) The office or activity +o which such vehicles are zssigned
must provide properly qualified CIA licensed personnel for the opera-
tion of such vehicles and will establish controls to ensure that only
such licensed personnel operate the vehicles.

(3) All such vehicles (excert those vehicles which are further
assigned to individuals on Declaration of Trusf;) are subject to recall
for schedulec. maintensnce and/or other required servicﬁg on call of
the Chief, Highway éranch, Transportation Division. The Chief, Highway
Branch, will sttempt to schedule such maintenance or serviciag in such
a manner as 1.0t to interfere with priority commitments. Where such
cannot be arrvanged, a substitute vehicle may be assigned for the required
period of servicing.

- 4.
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(4) Responsibilities for the maintenance and preparation of required
records and reports with regard to assigned vehicles will be established
at the time of assiznment of esch such vehicle. Offices presently assigned
such vehicles will continue to maintain and submit such records and repofta
88 are presently in effect until further notice.

f. Chartem and [iri

ILLEGIB Upon request,; Chief of iogistice will arrange for, or assist in

Service

e
arranging for, the chartering oxr hiringr of commercial facilities fox the
support of Agency activities requiring such type of service.

2. Niggt, Weekend and Hol:lg_a.z Service

Two chauffeurs ave availeble to provide for scheduled night, wezkend,
and holiday service and such other passeanger service as msy be directed by
the CIA Watch Office:.

k. Requesting Procedures
a. General

(1) Requests fo: vehicular Support cther than lLocal Drayage Bervice will:
(a) Be dirccted to the Chief, Eighway Branch, Tramsportation
Division (Attn: Operations Officer).
(b) Be made only by designated representatives of the office
or activity concémed. (In order to implement this procedure » each‘
office or activity head will submit in duplicate to the Chief, Highway

=5 -
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Branch, Transportation Division, Logistics Office ; 8t the earliest
opportunity, the NAME, TITLE and PHONE EXTENSIOR of those personnel
authorized to request vehicular support for their respective
offices. Normally, each office should have at least two and not
more than three designated personnel).

(¢) Be submitted as far in advance as possible. The effectivé-
ness of the support furnished will be directly related to the degree
of compliance with the i)rinciple of early notification as to require-
ments. Wherever possible, requests for service on any pertlicular
day will be made prior to 1600 hours on the last working day .prior
to the day on which the service is desired. This should not be
interpretec as precluding earlier placement of requests. All
requests involving service prior to 0830 hours on any normel workday
will be subtmitted in accordance with this requirenent.

(2) Requests for loc ge Bervice will be submitted in the

manner as indicated above to the Supply Diviaion »

Logistics Office.
Motor Pool Service

(1) Regquests for motor pool service may be made, by euthorized

personnel, by telephone to extensions The following

information will be furnished (preferably in the order indicated):
(a) Name and title of individual placing the request

-6 -
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{(b) Title and phone extension of person for whom
service is requested (Senior person, if more than ome).
(e) Total number of passsngers to be transported.

25X1
(e) Pick-up point.
(£) Time of plck-up.
(g) Destination (Where necessary, general texrms may be

25X1

(b) Whether return trip eervice will dbe required. If so,
vhen? (The Motor Pool Operstions Officer will determine whether
to instruct drivers to wait or return on all trips. Chauffeuxs
will be inmstructed to wait for passengers only when previous
arrangements have been made. Officials requiring return trip
service after normal duty hours will request such service from the

Motor Pool prior to 1700 hours or. the CIA Watch Officer after 1700
hours. | '/
A /
(2) Requests for special motor yool service to points outs:l.de of the
metropolitan area of Washington, D. C.; 5 (except to "fringe" areas) should be
submitted, whenever possible, in writing at leaat 2h houm Jprior to the time
- T-
SECRE].'
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service is required. All concerned are reminded that normally such
travel should be accomplished commercially under appropriate travel

ordexs.

“¢w local Drayage Service

(1) Regquests for local drayage service, except for service to

be furnished or & regularly scheduled recurring basis, may be made by

autherized persomnel, by telephone to

subextension 47. Requests for service on a regularly scheduled recurring
basis will be coordinated with, ané confirmed in writing to, the Chief,

The following information will be furnished with regard to all requests:

(a) HNeme and title of individual placing the request.
(b) Weme, title, phone number and address of person to be

contacted to obtaln materiel to be transported or necessary docu-

nmentation and/or instructions required to effect pickup.

(¢) The total weight and cube of the materiel to be picked

up and the dimensions (length, width, height) and weight of the

largest pizce to be transported.

(d) The true commodity classification (general classification

will suffice) of the materiel or materiels to be tramsported.

(e) requiremenis, 1f any. (Requesting office will

obtain security approval if required).

-8 -
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(£) Pick-up point (if other than same point indicated in
(v) ‘a'b:ove.) _
(g) Time of pick-up (if necessary. Normally time of pick-up
will be limited to a particular day rather than any pa.rticulér hour) .
(n) Dostination of materiel or materield. (If more than ome,
clearly designate 1tems to be delivered to each particula.r point)
é. One-'l‘ime "U-Drive—It" Service Zfé/
| (1) Requests foi "U-Drive-It" Service may be made by authorized personnel,

ILLEGIB by telephone to extensions The following information will be

furnished:
 (a) Neme ard title of individuel placing the request.

(v) General purpose for which the vehicle will be used.

{c) Type of vehicle required, to include type of license tags
desired. (The Operations Officer will assist requesting parties in deter-
mining the type of vzhicle required in those instances where the loed or
other factors so dictate).

(a) Time at which it 1s desired to pick up ‘the vehicle at the
Motor Pool, (Q Bldg. Pool).

(e) Estimatcd time at which the vehicle will be returned to the
Motor Pool.

() The name of the person Who will actually drive the vehicle.
(Such personnel must be qualified to @perate the type vehicle requested and
have a CIA Operator £ license).
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(2) Upon reporting at ‘the Motor Pool, ‘the driver will present
his CIA Operator's license and complete the applica‘ble portiona of
the vehicle sign out fom vhich wi].l be furnished. 'by the Motor Pool
Dispatcher..

(3) Requests for "'U-Drive'-I " ,aérv:l.ee will be limited to Agency
Requirements speciﬁcﬁm-necesai-bating such service as indicated in
paragraph 3d. |
e. Asa:lgned Vehicles Without Chauffeurs !/\//1‘!/{h ¥

(1) Requests for the permanent assignment of veh:lcles , without
drivers, for the exclusive use of an office or activity will be submitted
in writing, with complete justification, to the Chief of Logistics (Attn:
Chief, Transporiation Division) for review and submission to the Deputy
Director (Administration) with gppropriate récomendatﬁ.ons. Such requests
will be submitted as far in a.dvance of the requirement date as possible
in order to allow for processing.

{2) Présent asaignments of such vehicles will remain in effect until
further notice. T

(3) ‘ALl essigned veh:lélea are Qﬁﬁaéét' to sﬁch regulations or procedures
with rega:ﬂ. to use, operation, and maintene.nce as are currenily in effect
or which: ma.y Be prescri‘bed by the Chief of Iogistica.
f£. Chertering or Hiring Service W///D’7

(V:Ij.,), Requests 1:@1611:5,::5 th.e charter or hiw®of commerclal facilitles

will be submi-tted. in writing to the Chief of Logistics (Attn: Chief,

Transportation Diviaion) Suech requests will contain sufflcient opera-
Approved For Release 2003/05/15 : CIA,RDP?S 04361A000100030048 3
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tional information to allow Transportestion Division personnel to
adequately determine the type or types of equipment necessary to
provide the service.

g. Night, Weckend and Holiday Service

(1) Requests for passenger service during other than ncrmal work-

ing hours will be directed to the CIA Wetch Officer at | | 25X1

(2) Bo truck service is avallsble during such periods unless
previously‘arranged for in accordance with the procedures outlined in
paragraph lc or as arranged for by the CIA Watch Officer in the event
of an emergency.
5. GENERAL INFGRMATION

a. ILocal passenger service (other than shuttle-bus service) will
normally be provided by radlo-controlled vehicles.

b. All Iog:lsf.ica_ Office drivers have been instructed that they:

(1) Are authorized to park in any avé.ile‘ble Agency perking space
provided that they do not leave their vehicle unattended.

(2) Will move from parking spaces specifically assigned ‘to another
vehicle upon rasquest.

(3) Are personally responsible for complying with all local traffic
regulations regerdless of other instructions which may be given by
passengers being transported.

(4) Are to conform to the instructions of the senior passenger being
picked up aes to the destination of the trip.

-1l -
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- (5) Are to record the point of origin and destination Cor
each trip on ¢ chauffeur's record or trip ticket.
(6) Will wait for retwm trip service only upon instructions
of the dispatcher. “ '
(7) Will wait for retwrn trip service involving overtime only

when previous arrangements heve been made.
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